
 
 

The Endowment for Educational Opportunity 
Summer 2015 Internships 

  
 

About Asia Society 
 

Asia Society is the leading global organization working to strengthen relationships and promote understanding among the 
people, leaders, and institutions of Asia and the United States.  We seek to enhance dialogue, encourage creative 
expression, and generate new ideas across the fields of policy, business, education, arts, and culture.  Asia Society 
presents a wide range of public programs, including major art exhibitions, performances, films, lectures and international 
conferences, as well as initiatives to improve elementary and secondary education about Asia.   
 
Founded in 1956, Asia Society is a nonpartisan, nonprofit educational institution with offices in Hong Kong, Houston, Los 
Angeles, Manila, Mumbai, New York, San Francisco, Seoul, Shanghai, Sydney and Washington, DC. 
 
 

Purpose of the Endowment 
 

Asia Society’s Endowment for Educational Opportunity provides paid internships for promising undergraduates who might 
not otherwise be able to devote a summer to work at a non-profit organization.  The goal of the Endowment is to give 
selected students greater knowledge of world affairs as well as practical experience in non-profit and Asia-related careers.  
The summer internship running over the course of 8 weeks will provide hands-on experience and insight on choices for 
fields of study and future vocation. 
 

Internship Opportunities  
 
Asia Society Policy Institute (Code EEO-ASPI) 
 
The Asia Society Policy Institute (ASPI) seeks an intern with strong research/writing skills and interest in one of the 
following areas: 
 

1.   The rise of emerging powers in Asia, the strategic ramifications of their growing economic, political, and military 
power, and their relations with the United States; issues of focus include global finance and trade, sustainability 
challenges, and regional security. 

 
2.   U.S. foreign policy toward Asia and governance issues within Asia. Current countries/regions of interest include 

South Asia, China, North Korea, and Burma/Myanmar. 
 
The intern will learn how to track and research current developments in Asia; write, edit, and proofread reports and 
event/meeting summaries. Through research they will develop knowledge of contemporary international policy 
issues in the areas of international economics, security or sustainability depending on current ASPI priorities and the 
intern’s interests.  
 
Interns will also provide conference/event coordinating support and will have the opportunity to attend and report on 
meetings at the United Nations and at various NGOs in New York City. ASPI internship coordinator Anubhav Gupta 
will train and supervise the interns closely. He will ascertain the intern’s goals and interests for the internship as well 
as for their career and allow them to pursue activities that strengthen their professional development. 
 
Ideal start date would be June 1.  

 
SPECIAL SKILLS:  
 

• Previous internship experience preferred  
• Strong familiarity with global issues and/or Asia  
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• Strong research, writing, and editing skills  
• Excellent attention to detail 
• Reliable and able to excel under tight deadlines  
• Proficiency with Microsoft Office 
• Flexibility handling diverse tasks;  
• Native or full professional proficiency in English 

 
 
External Affairs (Code: EEO - EXT AFF) 
 
The External Affairs department seeks an intern to assist in the essential development operations of donor research, 
database management and prospect identification/vetting.  Major tasks would include compiling research to match 
potential donors with key Asia Society programs and initiatives, identifying top prospects for select upcoming arts 
exhibitions and policy programs, and working with the Data Services team to appropriately input and code this information 
in Raiser’s Edge. The Intern will gain hands-on experience in nonprofit fundraising strategy development and prospect 
research methodology for a cross-sector of donor areas. The intern will be mentored by EA senior staff with extensive 
experience in non-profit development.   
 
At the end of the intern’s tenure, he/she will have gained invaluable experience and firsthand knowledge about nonprofit 
fundraising and development offices, an asset for any non-profit career.  In addition, he/she will receive exposure to and 
basic training on how to effectively use Raiser’s Edge as a tool to assist in all fundraising operations.  
 
Some tasks may include, but not limited to: 

• Compile and edit comprehensive prospect/donor lists. 
• Compile research on the philanthropic interests of existing and potential prospects and donors, update prior 

research, and present this research in a usable fashion to fundraising professionals. 
• Assist in updating and entering donor information into Raiser’s Edge database. 
• Provide support as needed for cultivation events such as exhibition openings and receptions. 
• Overall logistical and administrative assistance for a dynamic team, with the opportunity to grow and learn in 

the field of non-profit development.   
 
Special Skills: 

• Exceptional communication skills, verbal and written. 
• Diligent attention to detail; ability to multitask effectively in a fast-paced environment.  
• Outstanding computer skills (MS Word, MS Excel, MS Outlook, MS PowerPoint) 
• Strong research skills; ability to analyze and disseminate information in a useful way. - Required 
• Interest in Asia and US-Asia relations across sectors (arts, policy, education, business). 
• Desire to learn more about non-profit development and fundraising. - Required 
• Familiarity with donor databases (i.e., Raiser’s Edge) a plus, but not required.   
• Positive attitude and willingness to help out where needed. 

 
Ideal start date is June 1, 2015. 
 
Education – Chinese Learning Initiatives (Code: EEO – CLI) 
 
Asia Society’s Education team is currently accepting applications for a Summer intern to assist the Chinese Learning 
Initiatives team in conducting online research, producing field scan summary reports, literature reviews, the writing of brief 
essays, data analysis, and other duties as assigned.  The goals of these tasks is to work towards the development of a 
multimedia “reader” introducing traditional and contemporary China for American social studies teachers.  This “reader” 
will function as reference study materials for the 2015 China Studies Seminar in Shanghai.  Additionally, the intern will 
work towards the development of an “idea bank” of topics and latest trends in Chinese youth culture.  This bank will serve 
as fodder for the China Learning Initiatives’ video series for American students to learn about modern China.  The intern 
must have strong bilingual skills in both English and Mandarin Chinese. 
 
Special Skills Required 
 

• Passionate about introducing Chinese culture and society to Americans 
• Familiarity with the American education system preferred 
• High proficiency in both English and Mandarin Chinese  
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• Knowledge of and experience with Microsoft Word and Excel required 
• Maturity and attention to detail 
• Strong sense of responsibility and ability to work independently 

 
 
Ideal start date for this internship is June 1, 2015. 
 
 
Education and ISSN Network (CODE: EEO-EDU) 
 
Asia Society’s Education department is seeking an intern to assist in their fundraising prospecting process. 
Responsibilities will focus on aspects of grant administration, especially research on funding opportunities, and assisting 
in occasionally preparing fundraising materials (PowerPoint presentations, meeting materials, correspondence, etc.) The 
intern will also help with the department’s fundraising process, including prospecting strategy and research under 
supervision.   
 
The intern will also collaborate with Asia Society’s International Studies Schools Network (ISSN), which prepares high 
school students for a global, innovation-driven future. There is a need for increased capacity for research and outreach to 
build awareness and identify potential partners. Responsibilities include: 
 
-Researching potential partner schools/districts/organizations and compiling a list of prospects 
-Identifying blogs and online forums through which we can promote ISSN 
-Assist with coordination of the ISSN national summer institute (June 22-25) 
-Evaluating key data that communicate the impact of ISSN’s work in schools and creating visuals accordingly. 
 
Outcome: Supporting the current fundraising prospecting process for Education, and the development of related skills for 
the intern. 
 
Special Skills: 

• Mission fit- have an interest in global competence education (http://asiasociety.org/education/mission) 
• Have an interest in fundraising prospecting for a non-profit 
• Proficient in MS Word, Excel, and PowerPoint required (Outlook preferred) 
• Experience with Raisers Edge preferred 
• A team player with a pleasant attitude and professional demeanor  
• Detail-oriented, thorough, and efficient  
• Be able to take initiative and take direction 

 
Preferred Start Date no later than June 1, 2015. 
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The Endowment for Educational Opportunity 

Summer 2015 Application Form 
 
Materials required: Please submit as one PDF or Word document: 

 Completed Application Form 
 Typed Essay  
 Resume 

 
Please type or print neatly 
 
Last Name:           First Name:       
 
Current Mailing Address:       
 
City/State/Zip Code:       
 
Phone Number:          E-mail:       
 
Permanent Address (if different):       
 
Permanent Phone (if different):       
 
Languages at your command:       
 
Majors (if undecided, list possible majors):       
 
Selected candidates must provide proof of their eligibility to work in the United States. Please select the 
appropriate box:  I am a U.S. Citizen               I have proof of eligibility to work in the United States 
 
Which internship are you applying for? (you may check more than one) 
 

 External Affairs   Asia Society Policy Institute  
 

 Education – Chinese Learning Initiatives    Education – ISSN Network 
 

References 
Please list three references below.  These references must be from a member of the faculty or community 
leader that knows you well, please do not include family members.   
 
Name:       
 
Address:       
 
City/State/Zip Code:       
 
Occupation:       
 
Telephone (with area code):        E-mail:       
 
Relationship to you:       
 
 
 
 
Name:       
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Address:       
 
City/State/Zip Code:       
 
Occupation:       
 
Telephone (with area code):        E-mail:       
 
Relationship to you:       
 
 
 
Name:       
 
Address:       
 
City/State/Zip Code:       
 
Occupation:       
 
Telephone (with area code):        E-mail:       
 
Relationship to you:       
 
 
Essay 
Your essay should be typed and no more than 500 words in length (single spaced, please).  Please 
compose your essay on a separate sheet and attach it to your application. 
 
What interests you most about the work of Asia Society? What do you seek to gain from this internship 
that will enhance your studies? 
 
 

Application Submission Procedure 
 
1. Please consolidate the following documents in one PDF or Word document, in this order: 

• This completed Application Form 
• Essay 
• Resume 

 
2. The file should be named as follows:  (Your Name) - (Code) 
*Code refers to the internship position you are applying for. If applying for more than one, the file name 
should be as follows: (Your Name) – (Code1) and (Code 2) 
  
3. Send the completed application by e-mail to the appropriate department to which you are 
applying: 
 
For Asia Society Policy Institute: agupta@asiasociety.org (Anubhav Gupta) 
For External Affairs: ebradbury@asiasociety.org (Erin Bradbury) 
For Education – Chinese Learning Initiatives: yqin@asiasociety.org (Yin Qin) 
For Education and ISSN: ajoshi@asiasocierty.org (Apoorvaa Joshi) 
 
Subject line should read the same as the file name of the application, i.e. (Applicant Name) - (Code)  
If applying to more than one position, e-mail the application to all the departments you are applying for. 
 
4. No follow-up phone calls or emails, please.  You will be contacted by the supervisor of the 
internship you are applying for if your application will move forward to the interview process.   
 

ALL APPLICATIONS DUE NO LATER THAN FRIDAY APRIL 17, 2015 
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